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Objective:
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Key Terms:

RWD SAP Navigation Course Registration Job Aid

This job aid was created by the Change Management IPT team to
assist you registering for the RWD SAP Navigation Course. This
course has been identified as a pre requisite to all training related to
the Core Financial roll out of IFM.

You will find detailed instructions, step by step to properly register
for the course. Below each step you will find an exact screen capture
with the areas that require your attention circled.

This Job Aid was designed so you could follow along as you
complete the steps on line.

There are four key terms you need to be aware of as you begin the
registration process. Please review the definitions below.

1) E-mail Address: You will be asked to enter into your e-mail
address. You MUST enter in your exact e-mail address in order to
successfully register for the course.

2) Password: You will have to make up a password and enter it
during the registration Password. Your Password will help identify
you should you decide to come back to complete the course.

3) Prepaid Voucher Number: This number will identify you as a
member of the NASA Dryden Flight Research Center user group
and is needed in order to gain access to the training.

4) Access Code: You will receive an Access Code via e-mail half way
through the registration procedure. You will need to enter your
Access Code at the end of the registration process in order to gain
access to the training.
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Step 1: Navigate to the RWD SAP Navigation Course website

¢ Go to the training website: http:/ /www.certification.net/rwdelearning
* You will see the following Screen:

a) Click “Welcome” as shown below.

a RWD eLearning Products - Microsoft Internet Explorer

. ==
J File Edit Wew Favorites Tools  Help ﬁ
J s Back + = - @ ﬁ| @Search (G Favorites @History ||%v = e b3 g
J Address I@ http: ffwaw . certification. net/rwdelearning)

j ﬁGo

|»

a) Click Welcome

IENVENIDO BIENVENUE | BOA VINDA | WILLKOMMEN | YOUKOSO ﬁj_'\

RWD elearning Products

m RWD HOME el
lease

For more informaton p

For sales miormation, information on futu
please contact RWD Tech

l_ l_ |° Internet
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Step 2: Register for the RWD SAP Navigation Course

o After clicking “IWelcome” on the previous screen you will be taken to the

screen below.

a) Enter your exact e-mail address as shown below. You MUST enter

in your exact complete e-mail address.
For example: Sherrie.L.. Wood@nasa.gov

b) Click on the “Sign Up” button as shown below.

Note:

If you have already successfully completed the registration and you have your
Password, Prepaid Voucher and Access Code please go to Page 15.

/3 RWD e-Learning - Microsoft Internet Explorer

=& ]

File Edit Vew Favarites Tools Help

SBack * = - @ ﬁ| @Search (] Favarites @Media @ | %v = M= &P

Address I@ hitkp: e, certification.netfupp/logon/def ault.htm

=l e |Links »
=

m Welcome to RWD Technologies, Inc.
' ERP e-Learning Products.
Logon help
- Do you want to register to take a course, sample a course, or look at our catalog?
Refurn o infal page Ertter your e-mail address and click "Sign Up!".

Important: ‘ou must Lise your omn unique e-mail address to register and you must 0 in using youpsie.

a) Enter your exact
complete e-mail
address

address o recei

Email Address:|Sherrie L'Wood@nasagoy

b) Click “Sign Up!”

ou a registered user?
Erter your e-mail address and pagsword and click "Login® to access he site
ar click "Change User Information” o update your profile

Email Address:l

Passiord|
Laogin

Change User Infarmation

#re you a registered user and do not remember your password ?
Erter your e-mail address and click "Send Pazsword”.

Email Address:

(]

’_ ’_ ’_ |4 Internet
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Step 3: Enter/Change User Information
e After clicking on the “Sign Up!” button on the previous screen you will
be taken to the screen below.
a) Completely fill out your user information.
b) Click the “Submit” button when you have checked your answers
and determined they are correct.

B R WD i - PROToRalE Inbemek EMphaer B I =18
P [ yew Fpeaber ek |n K
Ggak - - D)) 2| Dpsewch (ol ey | G - 5 2R
| Agihms [IB] hatge Ymwew. o Liation sestfupp ool mct bar = e

m Enter ! Change User Information

fer  deseph dedel \ a) Complete your user

information in the spaces

Lazegon hetip Plhaase anber of coniim s mqunea memakon and press e "Sobmef® hubon
I provided
**You may ki Erreal Addroes: | Recuirad
use your Firsl Hame: | Requirad
home or Laet Mo | Reured
R Cnimgany Mame: | FRscuinad
business e |

address Eddbenst [ Rescpirad

Addressd: |
Ciby Aequred
Elals F Pravines Asgursd

Counky, [Flaass meke & salscion =] Ragqeised
Poshal Cods Auquired
Area ! Counay Code Reaured

Phicns Mumber Requited **You should use a

pussvort | equiied < Password that you can
Conlom Pt swand Anguirad

Submit Cancel

**You may use your
home or business phone
number

remember but that is not
easy for others to guess

b) Click “Submit” /
when you have

fllled OUt the above WD Technologies, please visit our web site http:JRmnarawd.com

information information, coxtact EWD Techuologies, Ine

-334-5001 or 885-KWD-TECH ext. 5001
TramngProducts@RWD com

100 by RWD Technologies, Ine ® Al rights reserved

@] pone [ |g ntemet

* By clicking the “Submit” button, the system will e-mail you a confirmation
e-mail.

e The subject line of the confirmation e-mail will be: “Certification.Net
Registration Confirmation”.
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Step 4: Receive Successfully Registered message.

e After you click “Submit” a small dialog box should pop up on your screen.

e The dialog box will look like this:
a) Click Ok

¢ If you have not completed the required information a different dialog box
will pop up on your screen. This box will clearly tell you what information

Microsoft Internet Explorer x|

& Congrakulations!

You have successfully registered with Certification. Met,

is missing and or wrong.
a) Click OK

® Go back and fill in the information that is missing and or wrong. Turn

back to page 5 and repeat step number 3.
e This dialog box will look like this:

Microsoft Internet Explorer '

2N

"Enter | Change User Information” Form

(1) %our Email Address is invalid: Email address seems incorrect (check @ and 's)

(2} ‘our First Mame may not be left blank.

(31 Your Laskt Mame may not be left blank,

(41 %our Company Mame may nok be left blank.

5y our Address maw not be left blank.

(6] %our City may nok be left blank,

(73 our Skake | Province may not be left blank,

(8} You must select a countey,

(91 Your Postal Code may nok be left blank.

(10% Your AreafCountry Code may nok be left blank.

(113 %our Phone Mumber may nok be left Blank.,

(1231 %our Password musk have ak least 4 characters, and no more than 16 characters,
(13} Your Confirmed Password musk hawe at least 4 characters, and no more than 16 characters,

a) Click OK
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¢ In the dialog box above, the user would need to enter correct information
for items 1-13.

* Once you go back to complete the missing and or incorrect information
click on the “Submit” button and refer to the top of this page.
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Step 5: Select the RWD SAP Navigation course

e After clicking “OK” on your Congratulations dialog box you will be taken
to the below screen.

a) Click on the drop down arrow and select “RWD 4.6 Navigation”
b) Click the “Submit” button.

/3 RWD e-Learning - Microsoft Internet Explorer

_Elx]
J File Edit Wew Favorites Tools  Help ﬁ
J s Back + = - @ fat | @Search (G Favorites @History | %v =0 | & g

J Address I@ httpef funana, certification. net fuppflogon/def ault htm

m Technical Requirements and Course Selection Page W
Logon help Flease select a course and click the "Submit" button. a) Select “RWD 4.6

Return to initial page

Navigation” from the drop
down list

FiD 4.6 Navigation T

b) Click “Submit” when
you have completed the
Technical Requirements: above 2 tasks

o B00x600 or greater (monitor resolution)

o Microsoft Intemet Explorer 5.0

o Shockwave plugin

o T-1 or faster connection to intermet

o Sound card [optional)

For more information on EWD Technologies, please visit our web site hitp:fhanarer. rard com
For sales information, information on fiubure offerings, or mustomization services please contact RWD Technologies, Ine.
410-834-5001 or 828-FWD-TECH ext. 5001
TrainingProducts @EWD com

Copyright © 2000 by EWD Technologies, Inc ® Al rights reserved.

l_ l_ |° Internet
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Step 6: Accept the License Agreement
o After clicking “Submit” on the previous screen you will be taken to the

Licensing Agreement screen (shown below).
a) Read and agree to the License Agreement and then click the

“I agree” button to continue.

il TS i - PaCosalt [nfemiet Epphaves =3 ﬁ.;i},;
Fis [l Hew Frebes [ode (o &
ik - - G 2] | Dewch [EFeetes ey | - obE H & R

Agieess [] dnfapdt b
m . License Agresment Bl
Losgon banln TEFCETAHT:  READ CARITULLY - This= RFUD Technalopiem. Tre. il

|"Licenanc™) courss, izcluding mny =imclaziona,
R y Sarscoatcabions, tewxts, guizzem, test, izcacaccions,

trazhica, nmvigation atcuckurss, o slscizonic
Mccdrmntakion |"Pisddan Corponents®] ade subject ba bl
Léfid ahil conditions of thiS apreskRut fegapding the RUB
4,8 Hawigaeion Sourss  (PProgres®) . EY VIEWIHG,

TRATALL IHG, COPYVIEG OF OTHERNISE BRIRG TRE COUORBE 9F ITE
CORSONENTS, ¥OU RGRIT TO OE DOUMD BY TRE TERNS AMD
CORIITIONS ©F THIS SOTTWARE LICKMSE AGRIININT ("SLA™| -

Fmxmrcy of Terme:
Cnly ae 1pdividial per 1SGon caz take Lhe &buise
pex woueher Of Credit card payment
- Tou waY 00T ATTERPL TD dounlosd oF dounlosd copies =]

Jooaph Jocked i réad sl sgraas Lo e Gdenge soramen|

a) Click “I Agree” when
you have read and
agreed to the license

F b ndrvmaticin con FERTH Tubwssbingi, jbuinn il i sl o4 Rl Shevie il e
o dsbis fbrmatiods, bk oo Sabices ofTa cig, o 6018 Sl i it Flakim accation BT T
A 10888001 oy BEE-EWD-TECH wxx. 5001
B T

agreement
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Step 7: Select a Course Payment Method
o After clicking the “I Agree” button you will be taken to the Course Payment
screen (shown below).
a) Select the 1st option “Prepaid Voucher”
b) Click the “Submit” button to continue

4“3 RWD e-Learning - Microsoft Internet Explorer &) x|
File Edit View Favortes Tooks Help ﬁ
EBack + = - (P i | Qhsearch [Favorkes @Media (% | By & = - 2

Address I@ hikkp: f v, certification. netfupp/logon)default, htm j ﬁGo | Links **

m . Course Payment Page
: for Sherrie Wood
b take the RAWD 4 & Mavigation Course
Logon help.
After ertering your credit card or voucher, you will receive an access code via email. The access cade is unique to
Eeturn to inifial page yyou, anc will only be used during this course registraiion process.
Select Payment Method:
. “ .
: < a) Click the “Prepaid
Prepaid Woucher , .
Eroryed e Voucher” option
Unencrypted Crecit Card
For more information on WD Technologies, please vwisit our web site http Jhwnanar. nand com| b) CliCk the 1" Submit 4
For sales information and information on other courses, products, and services:
hittp:fhameer vand comiproducts ise systems/praducts/el ing content titles BUtton
Copyvight © 2000 by EWD Technalogies, Ine @ A1l rizhts raserved.
[& l_ l_ ’_ @ Internet
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Step 8: Entering in the Prepaid Voucher
* You will be shown a screen that asks you to enter the Prepaid Voucher
number.
a) Enter in the space provided the following Prepaid Voucher.
b) Click the “Access Course” button to continue.

2} RWD e-Learning - Microsoft Internet Explorer =& x|
File Edit WYiew Favorites Tools Help ﬁ
Back ~ = - D 7t | @ search  [Fovoritss  EMeda % | By S E - P
Address [&] http: fwwm. certification.netfupp/logonjdefault.htm | @ |Links 22

@ . Voucher Screen
far Ancrew Fome

o take the RIVD 4.6 Navigation Course

a) Enter in the Prepaid

Logon help

Voucher number received
Return to infial page Erter Wioucher Murmber| <4— . .
e ! _> from the RWD Navigation
Your Access Code o ake the course will be e-mailed to you. Course inVitation e—maﬂ .

b) The number for DFRC is
NZ6KSKNLTO (0 is zero)

/V

¢) After you have entered in the
Prepaid Voucher Number please

click “Access Course”

echnologies, please visit curweb site http (i serd com
, or customization services please contact RWD Technologies, Inc.
410-884-5001 cx B88-EWD-TECH exct. 5001

TrainingProducts@RWD com

Copyright @ 2000 by RWD Technologiss, Ine @ All rights raserved

@ I I [ 7

e When you click the “Access Course” button the system will e-mail you
your access code.
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Step 9: Enter Access Code

* The below screen will notify you that your Access Code has been emailed
to you at the e-mail address you entered previously.

* You must check for an email from “Certification.Net Customer Service.”
The subject line will be: “ Access Code for SAP R/3 4.6 Navigation Course.”
This email contains the Access Code that you must enter in this screen.

* Open this e-mail to retrieve your Access Code.

e Save this email. You will need this code if you need to go back into the
course at a later time.

a) Enter your Access Code in the space provided
b) Click the “Submit” button to continue

** This should be
the e-mail address
a RWD e-Learning - Microsoft Internet Explorer you preViOLlS
File Edit Y¥iew Favorites Tools Help entered This iS
Bk ~ = - (P at | @isesrch  [FFavoritss  [Media (% | BEy-S=-HS

where your Access

Address Iﬁj http: ffunan, certification.net jupp/logonjdefault.htm
Code will be e-

m Enter Access Code
mailed
for Sherrie ¥Yood
to take the RWWD 4.6 Navigation Course

Logon help
“Your Access Cods fo take the course has b@n sertio "sherrie | wood@nasa.gov”, the e-mail addss you
Fefurn 10 inffial page proviced during Registration. Mhen you receieg

52 enter the code info the "Access Codas and click the
“Submit’ bution. You wil then have three mardhs 10 take .

Please remermber that it may take a few minutes for the e-mail o reach you.

< Arcegs Coe| )
d

a) Enter your Access Code from K

the e-mail into this space

b) Click “Submit” after you have
typed your Access Code into the
space provided

For more information on RWD Technologies, plaase visit
For sales information, information on fabure offerings, or customization se
410-884-5001 or 888-RWD-TECH ext. 5001

TriningProducts@EWD.com

Copyrisht @ 2000 by RWD Technologies, Inc @ All rights reserved.

|&] pane ’_ ’_ ’_ |4 Irtermet
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Congratulations! You have now reached the course and may begin.

This is the opening screen to the course. It is heavily recommended that you
start with the “pre-work” and work through the course material in order.

/2 4.6 Navigation Course - Microsoft Internet Explorer : =

J File Edit Wiew Favorites Tools Help i
J iR Back + = - @ ﬁ| @Search (] Favarites @History ||%v =N | ‘% g

JAgdress I@ http: f e certification. netjupp/rwd4énayfcontent/globalfdefault . htm j @Go |J Links '_'?B-JEmaiI this

m My Home

My Home ‘* |
Chapter 1

Chapter 1 Irfroduction to SAP 0%

0%

iy = Chapter & Access and Exit SAP gx
Chapter 5

Chapter 3 Create User Preferences 0%

cnepter -] _& —_———— 0%

Chapter 7 Chapter 4 Begin Tasks Using the SAP Easy Access Screen gx

SRl Chapter & Perform Tasks Using Transacions 0%

Chaptar 8 0%

Chapter 6 Get Work Done in SAP gx

Resources Chapter 7 Enter Data into Fields 0%

Post Teat 0%

Chapter & Use SAP Help gx

Chapter 9 Use Display Transaclions and Reports gx

Chapter 10 Advanced Skills 0%

0%

Legend for Pre / Post Test Scores
Pretest color Post-Test color Passing color
] | ]

Test & PostTest
Certif Basic Practical Test
- Advanced Practical Test

& l_ l_ |4 ntermet
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e If you are already a registered user (have completed the previous steps and
have your Password, Prepaid Voucher and Access Code) go to section
labeled 1 on the screen shot below.

a) Enter your email address
b) Enter your Password
c) Click “Login”

3 RWD e-Learning - Microsoft Internet Explorer i8]

File Edit Y¥iew Favorites Tools Help |

Bk ~ = - (P at | @isesrch  [FFavoritss  [Media (% | BEy-S=-HS

Address [&] http: fwwe. certification.net fupp/logonjdefault.htm x| @a | Links
m Welcome to RWD Technologies, Inc. =
ERP e-Learning Products.
Logon help

- Do you want to register to take a course, sample a course, or look at our catalog?
Befurn o inifisl page Enter your e-mail address and click "Sign Up!".

Important: You must use your own unique e-mail address o register and you must 1og in using your unigue e-mai
address 10 receive credifor any tests taken.

Emal Aciress |

Sign Upl |

SeCtiOn I Are you a registered user?

Entter your e-mail address and password and click "Login® t access the ste
of click " Chanae L sgeainmmet

Ermail AddreSS'lSheme.LWoad@nasa.gov

Pagsiord =]

Space
Change Umﬂ |

Are you a registered user and do not remember your password ? C) Cllck “ L()gin” to
Entter your e-mai acdress and cick "Send Passuord” .
continue

Email Adoress: hd|
|&] pane B Internet

a) Enter your e-mail
address into this

b) Enter your
Password into this

space
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e You will be taken to the below screen
a) Click on the drop down arrow and select RWD 4.6 Navigation

b) Check that you already have your Access Code for the selected course
c) Click “Submit”

/3 RWD e-Learning - Microsoft Internet Explorer _[5]x]

J File Edit Wiew Favorites Tools Help ﬁ

J iR Back + = - @ ﬁ| @Search (] Favarites @History ||%v =] i t% g

JAgdress I@ htkpef fws, certification. net fuppflogon/def ault, htm j @Go |JLinks _‘QJEmaiI this
m Technical Requirements and Course Selection Page W
Logon help Please select a course and click the "Submit" button.
B oo a) Click on the drop down
Return to Initial page -
oo soaatame LD <4— | arrow and select RWD 4.6
Navigation

Iready have my access code for the selected
/v ourse and | am ready to enter it now.

b) Check the box to 7

Click “Submit” t
let the system know \ 0) }C uomit” to
continue

you already have an |[Requirements:

access code GO0 or greater (monitor resolution)
soft Intemnet Explorer £.0

kwave plugin

o T-1 orfaster connection to intermet

e Sound card [optional)

For more information on BWD Technologies, please visit cur web site hitp JShananar pard com
For sales information, information on fatire offerings, or eustomization services please contact RWD Technologies, Ine.
410-834-5001 or 838-EWD-TECH ext. 5001
TrainingProducts @EWD com

Copyright & 2000 by EWD Technologies, Inc.® Al rights reserved. ;I

&1 pone I_I_|D Internet

® Most likely your computer will have “remembered” the Access Code for you
(using “cookies”) and you will not need to enter it again. You will be taken
directly to the course.

e If you are asked for your Access Code again, simply open that email you
received from Certification.Net Customer Service and enter in your Access
Code. You will be able to pick up where you left off.
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